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Instructions

[7] Office of Occupations & F x \__
€ - C A | [) dopkygov/Pages/defaultaspx

Public Protection Cabinet
Office of Occupations & Professions

o

Online Verification System

Welcome

The Kentucky Office of Occupations and ions provides istrative and fiscal
management, technical support and advice to 23 regulatory boards in the complex system
of occupational licensing

This website features access to each of the professional boards maintained by the Office of
Occupations and Professions. The individual board websites offer useful information for
licensees and the public. Features include meeting information. current members, board
administrators, printable application and renewal forms. links to professional associations.
ind regulations governing the practice of 23 professions, Quick Links

https://kyonp.force.com/customers

e Toregister with the Occupations & Professions to view and renew licenses, the licensee
will need to click on ‘Online Renewal System’ from the Occupations & Professions home
page, or the home page of any of the Boards within Occupations & Professions.
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e This will take the user to the One Stop Login screen. The user (if new) will need to
click on the ‘Click here to register’ link.

€ Signn - Windows Internet Explorer = e
@\)' [ &) nttpsy/scitiy.gowradss ~ 8 “7‘ x| |i [ !
¢ Favorites - 5% | Get more Add-ons

@signin ‘| @ v Pagev Safety~ Tools~ @~ (L] &

Kentucky

One Stop

Forgot Password?

[N EREIRIIINOE Click here to registe:

m

'WARNING

This website s the property of the Commonwealth of Kentucky. This s to notify you that you are only authorized to use this site, or any
information accessed through this site, for its intended purpese, Unauthorized access or disclosure of persenal and confidential information
may be punishable by fines under state and federal law. Unauthorized access to this website or access in excess of your authorization may
also be eriminally punishable, The Commenwealth of Kentucky follows applicable federal and state guidelines to protect the information
from misuse or unauthorized access.

ENERGY AND

https://sims.cot.ky.gov/Account/CreateAccount/ Local intranet | Protected Mode: Off % v ®100% v

e This will take the user to the One Stop Create Account screen. On this screen,
the user will need to enter the information requested, then click on ‘Create
Account.’

[ Scarch Results ~ solesforc. x Y[ Office of Occupations &1 x ) [') Kentucky Commonwealt!, x \L__§ Sl

&« C' A | & https;//sims.cotky.gov/Account/CreateAccount;

_— — Kentucky

Kentucky.gov neStop Create Account

Create Account Welcome

i Welcome to the registration page

User Name ; e e
This page allows you to create an account that
you can use to access Kentucky managed

Display Name systems

. Helpful Tips
First Name P
Passwords must
e Be between 8 and 15 characters long.
st? Contain at least one number and one letter.
Contain at least one special character.

Contain at least one capital letter.
Password -

Legal Disclaimer
Confirm Password -
This website is the property of the
- Commonvwealth of Kentucky. This is to notify
e you that you are only authorized to use this site.
or any information accessed through this site, for
its intended purpose. Unauthorized access or
disclosure of personal and confidential
information may be punishable by fines under
Optional profile information state and federal law. Unauthorized aceess to
this website or access in excess of your
authorization may also be criminally punishable
The Commonvealth of Kentucky Follows
applicable federal and state guidelines to protect
the information from misuse or unauthorized

Confirm Email

access

e Once the user clicks on the ‘Create Account’ button, they will be sent back to
the One Stop log in screen. However, the user cannot log in yet, as they still
need to confirm their request.
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The user will need to check the email account that they entered on the ‘Create
Account’ screen for an email from youraccount@ky.gov. The email will look
something like this:

[/ ticenses: Home ~ salesfor x ¥ [] Office of Occupations & | % ¥ [ Signin

% ¥ M Inbox (5) - burtyazB@grm- xYM OneStop confirmation for % Y| [

1/#inbox/147ac93341459fd8 % =

“ +Bob Bl ﬂ Share ;

& = C fi |8 hips//mailgooglecom/mail/u/

Google

Gmail - “ ° i - wore w5 [ @

R APUS.edu - Eam Your MBA Online - Online MBA Degrees From American Public University. ACBSP Accredited Program Wy this aq?
I Inbox (9) OneStop confirmation for user kycottest! nbex = L] youraccount

Starred Add to circles

ot vt ‘ycmir:ccunni@ky.guv Aug 6 (5 days ago) - o -

Shouw getals
Drafts kycottest1
More ~ Ads @
Welcome! You are almost done with your account set up for the Kentucky Business One Stop Portal
APUS EDU
o 5ob a Your new citizen account usemame is: kycottest1

* Earn Your MBA
APU Online
Online MBA Degrees From
American Public University.
ACBSP Accredited Program

Click on the below link now. to activate your account

https://sims.cot. ky gov!

kycottest1&email=kycottest1@gmail com

[7token=131613de_2098 42b7_9019_75a75417051e&userhame=

After you have answered your security questions, you may Click hers to sign in
NOTE. Do not reply to this email. This email account is only used to send messages VA Loans for Veterans
o Find Out What Your Benefits Are

$0 Down - Up To $417K - 2 Min
Quo

eransunited.com

Thank you,
OneStop Kentucky

Start a new one

e |n order to activate their account, the user should click on the link
provided in the email. This will take the user to an account

verification/registration screen.
5 Y 1 Inbox (5 - burtyaB@gm: x .M OneStop confirmation for x Y (] Forefront Identity Manag x

C ¥ | @ httpsy/idregky.gov/defaultaspx =l =

J/ - ticenses: Home ~ salesfor x ¥ [_] Office of Occupations & | x ¥ [ Signin

Fn Microsoft

. Forefront Identity Manager 2010 k2

Password Registration:

If you ever forget your password, you can reset it yourself
without calling your help desk.

Click 'Next' to begin the registration process.

e The user should click on the ‘Next’ button and proceed to answer the
guestions presented. These questions are for verification purposes if
the user requests to have their password reset or forgets their
password.



mailto:youraccount@ky.gov
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e If the user doesn’t receive the screen with the verification questions,
they will most likely see this screen:

I/ ticenses: Home ~ saesior Y [1] Office o Occupations & 1 % Y[ Signin % Y I nbiox () - burtyadB@gm % Y1 Onestop confitmation for %) (] Forefront Identity Manag: L NS
€ 5 C i |8 hiips//idregkygov/Erroraspx =

o Microseft .
¢ Forefront Identity Manager 2010 Rz

Unrecognized User

€) The current user account is not recognized
your help desk or system a

refront Identity Manager. Please contact

Go to Self-Service Password Registration home page

e This screen is not telling the user that their account is inactive. The
user can still log in to the One Stop portal. The user will need to go
back to the Occupations & Professions home page, and click on the
‘Online Renewals’ link again under the Online Services tab.

e Once back at the One Stop log in screen, they should use the email and
password that they entered on the Create Account screen.




OCCUPATIONS & PROFESSIONS DATABASE

e Please be aware that One Stop will auto generate “@cit.ky.gov” at the
end of the user’s username. This is not an error and is necessary for
the user to successfully log in to One Stop and the Occupations &
Professions online renewal system.

[/ ticenses: Home ~ salesfor x [ Office of Occupations & | = ¥ [ Signin

€ 5 C fi | @ htipsy/fscitkygov/adfs/ls/w

T Do you want Google Chrome to save your password? | Save password | | Never for this site x

2f/8brand=https:

2f8uwctx=

196 2fsims.cotky.g 52£%252fsims.cotky.go

signin1.0&wtrealm=htty

‘kycottestl
Kentucky
BUSINESS PDRTALI
Den't have an account? Click here to register

WARNING

This website is the property of the Commonuwealth of Kentucky. This is te notify you that you are only authorized to use this site, or eny.
infermation accessed thraugh this site, For s intended purpese, Unsuthorized access or disclosure of persenal and canfidential information
may be punishable by fines under state and federal law. Unauthorized access to this website or access in excess of your autherization may also
be criminally punishable. The Commonuealth of Kentucky follows applicable Federal and stete guidelines o protect the information from
misuse or unauthorized access.

_ Licenses: Home ~ salesfor X Office of Occupations& ¢ x | [ Signln

f/&brand=https:\: 7

& = C # |8 hipsy/fscitky.gov/adfs/is gnint.
T Do you want Google Chrome to save your password? | Save password | | Never for this site x
=
Kentucl v
‘kymttestl@nt.ky gov ‘
BUSINESS PDRTALI
Don't have an account? Click here to register,
WARNING
This website is the property of the Commonuealth of Kentucky. Thiz i to notify you that you are only authorized to use this site, or any
information accessed through this site, forits intended purpose, Unauthorized sccess or disclosure of personal and confidential information
may be punishable by fines under state and federal law, Unautharized access to this website or aces: ess of your authorization may als
be criminally punishable. The Commonuweaith of Kentucky follows applicable federal and state guidelines to protect the information from
misuse or unauthorized access.
eEaE
Kentudy™ \ -
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e Once the user has logged into the One Stop system, they will be
directed to the Occupations & Professions registration

- S
Jf Office of Occupations & Pr... % | | User Registration ~ KY Occ.. % | + =R =

€ | @ https://kyonp.force.com/customers/apex/CommunitiesRegistration a ~ Mysearchdial Pl e ¥ & =

Kentucky.gov

Office of Occupations & Professions

User Registration

userHame | kycotiestl
[Please enter User Name created in Kentucky One Stop

8oard | Board of Centificaion of Alcchol and Drug Counselors -
License Type | Alcohol and Drug Counselor +

License Humber | 9999

@

S | 543210987
Firsthame  Don

Lasthame | Duck

Email | ycottest] @gmail com
[Please enter Email created in Kentucky One Stop

Phone

Submit

e On the Occupations & Professions registration page, the user will need
to enter the information requested (Hint: any field with a red bar next
to it is a required field.)

e The user should select an appropriate board with which they are
licensed or certified, and the appropriate license type that they hold
with that board.

e The user should also use the same user name and email address that
they used when registering with One Stop.

e After they have entered the correct information, they should click on
‘Submit’ to send their information to Occupations & Professions.

e [f the information they entered is correct, the user will be taken to
their Occupations & Professions home page.

e If the information they entered is incorrect, or doesn’t match what is
on record for them with the Office of Occupations & Professions, they
will be instructed to correct the information or call the Office of
Occupations & Professions to verify their information.
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Once at the Occupations & Professions home page for their account, the user

should click on the ‘User Profile’ link at the top of the page to see their details.
[/ ticenses: Home ~ salesfor x | Office of Occupations & | x \ .__ KY ONP Public % K Occupetions and Proic < \__ N S

<« C' f | @ https//kyonp.force.com/customers/apex/LicenseeProfilepage?sfdc.tabName=01ro00000009jfy x| =

Licensee Profile Details

Edit
—Personal Information
Sufix Middle Name
Firstame  Don Maiden Hame
Lastlame  Duck UserlD  kycoftesti@gmail.com
Date of Birth
rAddress Information
Mailing Street  ANIMAL CONTROL AGENCY. Other street
Mailing City ~ FRANKFORT Other City
Mailing State/Province  Kentucky Other stateiProvince
Country  United States Other Country  United States
Mailing ZiplPostal Code 40601 Other ZipiPostal Code
rContact Inf
Mobile Phone
Other Phane Email  kycoftesti@qmail.com
License Information
License Number License Type Board Name Status Issue Date Expire Date Business License
9999 Animal Cantrol Agency Board of Veterinary Examiners Aciive 71512012 9/30/2014

e In order to edit their address or contact information, the user will need
to click on the ‘Edit’ button at the top of the screen. This will give the
user a screen where they can edit the information, then ‘Save’ what
they have.

[/ ticenses: Home ~ satestor x [ Office of Occupations & | x Y .__ KY ONP Public %V Kv occupations and proic x YL §

[l

% =

&« C A | 8 https;//kyonp.force.com/customers/LicenseeProfileEditPage?id =00300000004 azli

Home UserProfile

Edit Profile Details i

Save | Cancel

rPersonal Information

Sufix Middle Name
Firstlame  Don Maiden Name
Lastlame  Duck UseriD  fycoftesti@amail.com
Date of Birth

rAddress Information

Maiing Street Otner street
4
uallog €1y [ FRAKFORT otner city
usiig state | iCantucky B Otner state [ jona— B
Maiing Country | nited States v Other Coumtry [ United States v
Mailing Zip/Postal Code I 40601 Other ZipiPostal Code
rContact Inf
mobile Prone
Other Phane Email  fcotesti@amail com
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e Back at the User Profile screen, the user can click on their License
Number to be taken to a screen showing details regarding that license.

[/ Licenses: Home ~ salesfor x | Office of Occupations & ¢ % Y _ KY ONP Public

%V KY Occupations and Prof: % Y3 [

€« cC f https://kyonp.force.com/customers/LicenseeProfilepage?id=00300000004azliAAI % =
‘ Home UserProfile |
Licensee Profile Details
Edit
r—Personal Information
Sufix Middle Name
Firstame  Don Maiden Name
Lastame  Duck UseriD  fycottesti@amail.com
Date of Birth
rAddress Information
Mailing Street  ANIMAL CONTROL AGENCY Other Stroet
Mailing City ~ FRANKFORT Other City
Mailing State/Province  Kentucky Other StateiProvince
Country  United States Other Country  United States
Mailing ZiplPostal Code 40601 Other ZipiPostal Code
rContact Ir ion
Mobile Phone  (999)999-9999
Other Phone Email  fycottesti@amail.com
License Information
License Number License Type Board Name Status. Issue Date Expire Date Business License
9989 Animal Control Agency Board of Veterinary Examiners Active 71512012 913012014
httpsi//kyonp.force com/ i ; -
'V Licenses: Hore ~ salesfo: x 1 || Office of Occupations & ¢ x | __ KY ONP Public x y KY Occupations and Profe x W | [=Tax
« cCH https://kyonp.force.com/customers/LicenseDetail Page ?id=a0Co0000000tMYSEAM 7 =

Kentuicky.gov

Home UserProfile

9099
Backto Profile Page

License Number
Email
Status

Issue Date

Privacy | Disc

9999
kycottest1@gmail.com
Active

7i512012

mer | Individuals with Disabilities

Selected License Record Details
Board Name

License Type

Expire Date

Renew | Terminate

Board of Veterinary Examiners
Animal Control Agency
913012014

e If the license is in the time frame specified by that Board for renewals,
the user should see a ‘Renew’ button, and a ‘Terminate’ button.

e If the user selects ‘Renew,’ they will be taken to the online renewal for
that license.
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o |f they select ‘Terminate,” the user will be asked to confirm their

request, and then be sent back to their User Profile screen.
- ticenses Home - et Y7 Ofie of Occupations &/ x Y OWPRubic ' kY Occupstonsand ot

€ - C fi [ @ htipsy/kyonp.force.com/customers/Termination?id=a0Co0000000tMYSEAM 3| =

Home UserProfile

I hereby cartity that all information provided by me on this form is true and cormectto the best of my knowledge

| AGREE
© yes O No

10
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Once the user is done with their session, they should click on the ‘Log Out’ link
at the top right corner of the page.

This will take them to a screen that tells them they are logging out of the
Occupations & Professions site, and the One Stop site.

Their log out will send them to a page that shows an error message that reads

“ An error occurred. Contact your administrator for more information.
[T (RS G TR T N

€ C A 8 https:/fscitky.gov/adfs/Is/?wa= —

Kentucky.gov

An error occurred
ed. Contact your administrator
ion.

Kentucky

One Stop

BUSINESS PORTAL

WARNING

/ou that you are only authorized to use this site, or any.

This website i the property of the Commonwezlth of Kentucky. Thi
gh thi

The user did not do anvthlng to create thls error. To get rld of the error
message, the user can refresh (F5) their screen (see screen below), or go back
to the Occupations & Professions home page by entering the website’s url in
their address bar (http://dop.ky.gov).

I/ ticenses: Home ~ satestor x Y [Z] Office of Occupations & ¢ x Y_ KY ONP Public 2 [ signout x = el
€ C A | 8 https/fscitky.gov/adfs/Is/?wa=wsignoutl.08&wreply=https%3a%2f%2fkyonp.force.conr ners%2fsec utjsp Y=
Kentucky.gov

Slgnoul
ssfully signed out.

Kentucky

One Stop

BUSINESS PORTAL

WARNING

11



